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MILWAUKEE COUNTY 
PROCESS SERVICE 

 
 
 
Milwaukee County is in the process of selecting a private process server who will work with the office of the 
District attorney, Corporation Counsel, Child Support, Clerk of Circuit Court, Children’s Court Center, and other 
Milwaukee County agencies. 
 
The vendor selected must realize and fully understand that all papers served are confidential.  Violation of this 
paragraph could result in termination of the contract. 
 
The server selected must make an honest and diligent effort to locate and serve papers on all defendants / 
respondents / witnesses. 
 
If unable to locate defendant / respondent / witness, the server must sate in writing that with reasonable diligence, 
process server could not serve the defendant / respondent / witness and that he or she could not be located or is 
avoiding service. 
 
Server must list all specific effort made to locate the defendant / respondent / witness, including the last address 
tried. 
 
The following procedure must be followed in locating each and every defendant / respondent / witness: 
 

1. If the vendor is given several different addresses for an individual, it must attempt all of 
them. 

2. Utilize telephone number if given. 
3. Contact past or present employer. 
4. Contact petitioner for current information. 
5. The vendor must follow up with social workers, district attorney, child support attorneys and child 

support staff to show diligence of attempts. 
6. The majority of the papers have to be served a minimum of (5) days before the court date and we 

must get them back 5 days before the court date.  Child Support Paternity Petitions, Summons, 
Affidavits and Waiver of First Appearance papers must be served 30 days prior to the first 
appearance hearing date. 

7. Papers should be rotated among servers so it is not the same face at the door. 
8. There shall be minimum of (3) attempts until the return date. 
9. Document all attempts at service and all information obtained.  Additional information regarding 

attempts of service attached to or on the back of the returned paperwork should be noted on the 
affidavit of service. 

10. Non-Founds are to be documented with how service was attempted. 
 
The parties agree that Milwaukee County is not precluded from using any other process server or service 
technique after process has been returned from process server to Milwaukee County as unserved. 
 
Parties agree that Milwaukee County Child Support may use the Milwaukee County Sheriff Department to serve 
inmates at the County Jail or other areas CSE deems necessary.   Milwaukee County Child Support 
Enforcement may also choose other service agencies to serve papers outside of the proposals identified service 
areas and those served out-of-state.  Service to areas outside of those identified in the Bid must be individually 
authorized by the department. 
 
Milwaukee County estimates an average of between 1,000 and 1,200 cases per month will require this service for 
Child Support alone. 
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Types of papers to be served: 
                                                                   

• Summons and Complaints 
• Subpoenas 
• Orders/Restraining Orders 
• Petitions 
• Writs 
• Motions 

 
There is a daily pickup and drop-off of affidavits between 1:00 p.m. and 4:00 p.m. Monday through Friday at the 
Clerk of Court office at the Children’s Court Center, 10201 W. Watertown Plank Road. 
 
There is a daily pickup and drop-off of affidavits between 1:30 p.m. and 3:00 p.m. at the DA’s office at the 
Children’s Court Center. 
 
Most Saturdays the Clerk’s office is open 7:00 a.m. to 12:00 p.m. although not on a scheduled basis but depends 
on overtime needs. 
 
One or two daily pickup / drop-off times will be set for the Dept. of Child Support Enforcement once the contract is 
signed. 
 
There are occasionally rush papers that must be picked up within one hour of contact at various times during the 
day depending on circumstances. 
 
All fees cover delivery of papers or affidavit of attempts to deliver same.  Fees listed also cover pickup of official 
notices from Clerk of Court Office or Child Support Office. 
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